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CD-52 

The CD-52 enables user to report a lost, stolen, damaged, sacrificed and unserviceable assets which 
qualifies an asset for retirement.

Processes to complete a transaction involve:

Create Final Event Request Manually List Asset (if you know the asset identifier) 

Create Final Event Request Query (if you do not know the asset identifier) 

Approve/Deny Final Event Request

Assign Approvers 
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In the Final Event Request block, enter the final event date and choose the final event from the event 

type list. If the final event has user fields, it'll show in the screen. The user field changes when you 

change the event type. The event types are suffixed with a 3-letter code which stands for the interest 

types: (EXC – Excess, INV- Inventory, AGR – Agreement, FIN – Financial, INA – Inactive). This is 

to let the user know that their selected final event type is valid for the interest types they choose from 

the Manually List Assets block. 

Example:

The Abandoned or Destroyed event type is valid for Financial, 

Inventory and Excess Types. The selection list will show as 

Abandoned or Destroyed – EXC 
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Abandoned or Destroyed – FIN 

Abandoned or Destroyed – INV 

The user may choose any of the above. And from the Manually List Assets block, 

they can request to retire an assets of interest types of Financial, Inventory and 

Excess. 

In the Actions block, the New Event button assigns a new final event. It sets the Date field to blank. 
Examples of how the New Event button behaves:

Example 1: 

After saving 5 assets with a final event of Lost, you want to retire 2 assets as Damaged. You change 
the event type from Lost to Damaged and click the Save button. The 5 assets together with the 2 
assets will share the same final event of Damaged. 

Example 2:

After saving 5 assets with a final event of Lost, you want to retire 2 assets as Damaged. You click 
the New Event button, change the event type from Lost to Damaged, enter the date and click the 
Save button. The 5 assets will have the final event of Lost and the 2 assets have final event of 
Damaged. 

In the Manually List Assets block, choose the interest type and the asset identifier you want to 

request for retirement.

Click the Save button to create a request.

An Ok to the left of the identifier and the request number to the rightmost of the table is displayed for 

successful commit. A red-colored box to the left of the identifier and, a message below the asset 

information is displayed for unsuccessful commit. The catalog information is displayed after commit.
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Create Final Event Request Query Results 

 

In the Final Event Request block, enter the final event date and choose the final event from the event 

type list. If the final event has user fields, it’ll show in the screen. The user field changes when you 

change the event type. The event types are suffixed with a 3-letter code which stands for the interest 

types: (EXC – Excess, INV- Inventory, AGR – Agreement, FIN – Financial, INA – Inactive). This is 

to let the user know that their selected final event type is valid for the interest types they choose from 

the Query Results block.

Example:
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The Abandoned or Destroyed event type is valid for Financial, Inventory and Excess Types. The 
selection list will show as

Abandoned or Destroyed – EXC

Abandoned or Destroyed – FIN

Abandoned or Destroyed – INV

The user may choose any of the above. And from the Query Results block, they can request to retire 
an assets of interest types of Financial, Inventory and Excess.

In the Actions block, the New Event button assigns a new final event. It sets the Date field to blank. 
Examples of how the New Event button behaves:

Example 1:

After saving 5 assets with a final event of Lost, you want to retire 2 assets as Damaged. You change 
the event type from Lost to Damage and click the Save button. The 5 assets together with the 2 assets 
will share the same final event of Damage.

Example 2:

After saving 5 assets with a final event of Lost, you want to retire 2 assets as Damaged. You click 
the New Event button, change the event type from Lost to Damaged, enter the date and click the 
Save button. The 5 assets will have the final event of Lost and the 2 assets will have the final event of 
Damaged. 

To search on assets,click the Enter Query button to display the QUERY CRITERIA screen.

To display the above screen, click the Execute Query button from the QUERY CRITERIA screen.

In the Query Results block, check the Process checkbox for those assets you want to request for 
retirement.

Click the Save button to create a request.

An Ok to the left of the identifier and the request number to the rightmost of the table is displayed for 
successful commit. A red-colored box to the left of the identifier and, a message below the asset 
information is displayed for unsuccessful commit. The catalog information is displayed after commit.

file:///Users/brianmason/Desktop/site%20folder/http/www.pps.noaa.gov_80/CD50-52%20User%20Guide.htm (7 of 50)7/7/2004 12:31:01 PM



CD50/52 User's Guide

Back       Table of Contents       Home Page

 

Approve/Deny Final Event Request 

 

At the initial form startup, only the Request Information is displayed.

In the Request Number field, enter the request number and then Tab, the Request Information block 
displays the Identifier, PMO, Serial Number, Final Event Date, Final Event Type and Final Event 
User Fields. 
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The Approvers Information block displays the approvers’s action (Accept, Deny or no Action), last 
name, first name and comments for the request number entered.

The Assign Approvers button displays the Assign Approvers screen. To assign approvers to other 
requests, you must save first. For functionality go to Assign Approvers.

The No. of Approvers field enables the PMO to enter as many approvers as he/she needs.

When the PMO has not assigned approvers, his/her name will show up as the only approver in the 
list. This is because at the time the final event request is created, the PMO is also created as an 
approver.

The Email Message is the message that is sent via email when the PMO checks the Notify checkbox. 
The default value of the Email Message field is derived from a parameter (see Notification). The 
PMO can change this email message field .

To send email to an approver, check the Notify checkbox.

To remove an approver, check the Remove checkbox. 

Click the Save button to process the request (i.e. to accept or deny the request, add and/or notify or 
remove an approver or update comment).

Rules: 

PMO is defined as the primary contact (ACR type) for the Organization Manager of the asset. 
Approver is defined as the person assigned by the PMO to look at such request.

1.  Only the PMO can assign approvers to the requests. 
2.  The approvers information can be changed only for request status of Open. Once the request 

has changed to a status other than Open the screen is in view-only mode.
3.  The Accept or Deny checkbox and the Comment field is updatable only by the user where his/

her name appears in the approver’s list. 
4.  The PMO can notify the approvers anytime while the request is open.
5.  The PMO can assign the same list of approvers to other open requests. For functionality go to 

Assign Approvers.
6.  The PMO can remove the approvers as long as the request is open and that the approver has 

not accepted or denied the request.
7.  The approver can make changes to his/her entry while the request is open.
8.  The PMO can accept or deny the request regardless of the approvers accepting, denying or 

taking no action. Denying the request sets the request status to Denied. Accepting the request 
creates a final event, retires the asset and sets the request to Completed. 
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Assign Approvers 

 

The Assign Approver screen allows the user to assign the approvers of “a request” to “other 
requests”. The “other request” is defined as those requests that were created at the same time/batch as 
the “a request” (i.e. they have the same final event) from the Create Final Event Request. The list of 
requests includes those request that are Open. 
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Example:    Date:   10/02/2002      Event Type:   Lost

Final Event ID: 50000000012 (not shown to the user) 

  Identifier   Request Number

  A0101     400

  B0101     401

  C0101     402

  D0101     403

  E0101     404

From the Approve/Deny Final Event Request, you assign approvers to request number 400, click 
the Save button and then click the Assign Approver button, the Assign Approver screen will show 
Requests 401 – 404 (provided they are open) and all the approvers you assigned for Request 400.

The Email Message is the message that is sent via email when the PMO checks the Notify checkbox. 
The default value of the Email Message field is derived from a parameter (see Notification). The 
PMO can change this email message field.

Where a final event request is created for one asset identifier, only the list of approvers and the Close 
button is displayed.

The Assign-All button checks all the assign-all checkbox. The button toggles to Assign-All/Unassign-
All. 

The Select-All button checks all the select-all checkbox. The button toggles to Select-All/Un-Select 
All. 

The Notify-All button checks all the notify-all checkbox. The button toggles to Notify-All/Un-Notify 
All. 

The Assign-All, Select-All and Notify-All buttons enable the user to select/deselect all instead of 
checking/unchecking them one at a time.

Click the Save button to commit.

How the save works: 

The save works for those assign-all checkbox that are checked.
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When the select-all checkbox is checked, the selected name is created as an approver

When the notify-all checkbox is checked, the selected name is notified via email.

When select-all checkbox is checked and/or notify-all checkbox is checked but no assign-all 
checkbox is checked, the save does nothing.

The result is shown at the request table to the left of the Assign-All checkbox. An Error button is 
displayed for unsuccessful save. An ‘Ok’ is displayed for successful save. A blank is displayed for 
which the Assign-All checkbox is unchecked.
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CD-50 

CD-50 is used for a variety of transactions related to assets. All these transactions except for Trade-In/
Exchange are “requests” to the property department to make the change in the asset tracking system. 
These transactions can be broadly categorized in the following categories.

1.  Acquisition of assets
2.  Change of asset data like Serial number, cost, accounting info in user fields, location or 

acquisition date. 
3.  Transfer of assets from one steward to another within the same owner or a different owner or 

change of manager.
4.  Request to pickup an asset by the excess department and declare the asset as excess. 
5.  Loan the property to an external organization.
6.  Record the disposal of the asset (trade-in, exchange sale).
7.  Request an asset to be moved to storage or repair.
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Change Details/Acquisition of Assets 

 

The Change Details/Acquisition of Assets enables you to make changes to an existing asset or to 
create a new asset. The entries you make does not change or create an asset rather they are saved in 
the load interface table.

All fields are optional.
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To create an asset, choose “add” and the interest type from the list and enter the asset identifier in 
the Identifier field.

To make changes to an asset, choose “upd” and the interest type from the list and enter the asset 
identifier in the Identifier field.

Click the Save button to commit the changes.
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After clicking the Save button, a screen similar to the above is displayed showing the results of the 
save. Click the Continue button to return to the Change Details/Acquisition of Assets screen.
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Create Excess Receival Request 

Create Excess Receival request enables you to make an electronic request that an asset be sent to 
excess.
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An excess receival request can be created for multiple assets at one time provided that they are of the 
same interest type. From the main menu choose the desired interest type.

To send an existing asset to excess go to: 

Create Excess Receival Request Manually List Assets if you know the asset identifier

Create Excess Receival Request QUERY if you do not know the asset identifier.

To send a non-interest asset to excess go to Create Excess Receival Request Non-Barcode.
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Create Excess Receival Request Manually List Assets 
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To display the above screen, click the Manually List Assets button.

To specify the pick-up location for the asset, in the top block, Pick-up and Delivery Information, 
enter the pick-up and deliver-to locations by clicking the List button. The List button displays the 
Locations screen (see List of Values for Locations).

To excess an asset without moving it from its current location, select the Excess in-place? check 
box and check it. 

In the Manually List Assets block, in the Identifier field, enter the asset identifier. Choose the 
condition code from the list.

Click the Save button to commit the request 

If the change was successful, an “Ok” is displayed at the leftmost of the table and the request number 
at the rightmost of the table.
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If the change was not successful, a message is displayed below the asset information. 

After clicking the Save button, the Manually List Assets block displays the result (OK – successful, 
red-colored – unsuccessful), manufacturer, model number, official name, serial number, condition 
code and, for successful request, the request number. 

After saving the requests, update to the request information such as the condition code, pick-up and/
or delivery-location, excess-in place is still possible for the displayed requests.

To make changes to the request information, click the Save button, the results column will change 
to a checkbox. Check the box you want included in the update. Make changes to the request 
information. Click the Save button.
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Create Excess Receival Request Query Results 

file:///Users/brianmason/Desktop/site%20folder/http/www.pps.noaa.gov_80/CD50-52%20User%20Guide.htm (18 of 50)7/7/2004 12:31:01 PM

javascript:history.back()
file:///Users/brianmason/Desktop/site%20folder/http/www.pps.noaa.gov_80/index.htm


CD50/52 User's Guide

 

To search on assets, click the Enter Query button to display the QUERY CRITERIA screen.

To display the above screen, click the Execute Query button from the QUERY CRITERIA screen. 

To specify the pick-up location for the asset, in the top block, Pick-up and Delivery Information, 
enter the pick-up and deliver-to locations by clicking the List button. The List button displays the 
Locations screen (see List of Values for Locations).

To excess an asset without moving it from its current location, select the Excess in-place? check 
box and check it.

In the Query Results block, check the Request checkbox you want to include in the request. Choose 
the condition Code from the list.

Click the Save button to commit the request. 
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If the change was successful, an “Ok” is displayed at the leftmost of the table and the request number 
at the rightmost of the table. 

If the change was not successful, a message is displayed after the asset information. 

After clicking the Save button, the Query Results block displays the result (OK – successful, red-
colored – unsuccessful), manufacturer, model number, official name, serial number, condition code 
and, for successful commit, the request number. 

After saving the requests, update to the request information such as the condition code, pick-up and/
or delivery-location, excess-in place is still possible for the displayed requests. 

To make changes to the request information, click the Save button, the results column will change 
to a checkbox. Check the box you want included in the update. Make changes to the request 
information. Click the Save button.
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Create Excess Receival Non-Barcode 
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To display the above screen , click the Non-Barcode button. 

To specify the pick-up location for the asset, in the top block, Pick-up and Delivery Information, 
enter the pick-up and deliver-to locations by clicking the List button. The List button displays the 
Locations screen (see List of Values for Locations).

To send an asset to excess without moving it from its current location, select the Excess-in-
place? check box and check it.

In the Non-Barcode block, enter the Manufacturer by clicking the List button next to the field. The 
List button displays the Catalog Information screen. Choose condition code from the list. Enter the 
Manager, Owner, Steward and Location. You may click the List button next to each field to select 
from a list. Enter the acquisition cost and acquisition date. If the asset is considered as a commodity 
item, choose Yes from the commodity asset list and the Commodity Information is displayed.

Mandatory fields: All except for Serial Number. 
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You must check the Request checkbox to include this in the commit process otherwise you will lose 
your entries.

Click the Save button to commit the request. 

If the change was successful, an “Ok” is displayed at the leftmost of the table and the request number 
at the rightmost of the table.

If the change was not successful, a message is displayed after the asset information. 

After clicking the Save button, the Query Results block displays the result (OK – successful, red-
colored – unsuccessful), catalog information, asset information, condition code and, for successful 
commit, the request number.

After saving the requests, update to the request information such as the catalog information, the 
asset information, condition code, pick-up and/or delivery-location, excess-in place is still possible 
for the displayed requests.

To make changes to the request information, click the Save button, the results column will change 
to a checkbox. Check the box you want included in the update. Make changes to the request 
information. Click the Save button.
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Create Inactive Receival Request 

Create Inactive Receival request enables you to make an electronic request that an asset be sent to 
inactive.

An inactive receival request can be created for multiple assets at one time provided that they are of 
the same interest type. From the main menu choose the desired interest type.

To send an existing asset to inactive go to: 

Create Inactive Receival Request Manually List Assets if you know the asset identifier.

file:///Users/brianmason/Desktop/site%20folder/http/www.pps.noaa.gov_80/CD50-52%20User%20Guide.htm (22 of 50)7/7/2004 12:31:01 PM

javascript:history.back()
file:///Users/brianmason/Desktop/site%20folder/http/www.pps.noaa.gov_80/index.htm


CD50/52 User's Guide

Create Inactive Receival Request QUERY if you do not know the asset identifier.

To send a non-interest asset to inactive go to Create Inactive Receival Request Non-Barcode. 
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Create Inactive Receival Request Manually List Assets 

 

To display the above screen , click the Manually List Assets button.

To specify the pick-up location for the asset, in the top block, Pick-up and Delivery Information, 
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enter the pick-up and deliver-to locations by clicking the List button. The List button displays the 
Locations screen (see List of Values for Locations).

To send an asset to inactive without moving it from its current location, select the Inactive-in-
place? check box and check it.

In the Manually List Assets block, in the Identifier field, enter the asset identifier. Choose the 
inactive type and available to others from the list. Click the Last Name or First Name List button to 
enter the contact person’ name. The Last Name or First Name button displays the People screen (see 
List of Values for People); 

Click the Save button to commit the request. 

If the change was successful, an “Ok” is displayed at the leftmost of the table and the request number 
at the rightmost of the table.

If the change was not successful, a message is displayed after the asset information. 

After clicking the Save button, the Manually List Assets block displays the result (OK – successful, 
red-colored – unsuccessful), manufacturer, model number, official name, serial number, inactive type, 
available to others, contact person last name, contact person first name and, for successful commit, 
the request number.

After saving the requests, update to the request information such as the inactive type, available to 
others, contact person last name, contact person first name, pick-up and/or delivery-location, inactive-
in place is still possible for the displayed requests.

To make changes to the request information, click the Save button, the results column will change 
to a checkbox. Check the box you want included in the update. Make changes to the request 
information. Click the Save button.
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Create Inactive Receival Request Query Results 
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To search on assets, click the Enter Query button to display the QUERY CRITERIA screen.

To display the above screen, click the Execute Query button from the QUERY CRITERIA screen.

To specify the pick-up location for the asset, in the top block, Pick-up and Delivery Information, 
enter the pick-up and deliver-to locations by clicking the List button. The List button displays the 
Locations screen (see List of Values for Locations).

To send an asset into inactive without moving it from its current location, select the Inactive-in-
place? check box and check it.

In the Query Results block, check the Request checkbox you want to include in the request. Choose 
the inactive type and available to others from the list. Click the Last Name or First Name List button 
to enter the contact person’ name. The Last Name or First Name button displays the People screen 
(see List of Values for People);
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Click the Save button to commit the request.

If the change was successful, an “Ok” is displayed at the leftmost of the table and the request number 
at the rightmost of the table.

If the change was not successful, a message is displayed after the asset information. 

After clicking the Save button, the Query Results block displays the result (OK – successful, red-
colored – unsuccessful), manufacturer, model number, official name, serial number, inactive type, 
available to others and, for successful commit, the request number. 

After saving the requests, update to the request information such as the inactive type, available to 
others, contact person’s first name and last name, pick-up and/or delivery-location, inactive-in place 
is still possible for the displayed requests.

To make changes to the request information, click the Save button, the results column will change 
to a checkbox. Check the box you want included in the update. Make changes to the request 
information. Click the Save button.
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To display the above screen , click the Non-Barcode button. 

To specify the pick-up location for the asset, in the top block, Pick-up and Delivery Information, 
enter the pick-up and deliver-to locations by clicking the List button. The List button displays the 
Locations screen (see List of Values for Locations).

To send an asset to inactive without moving it from its current location, select the Inactive-in-
place? check box and check it. 

In the Non-Barcode block, enter the Manufacturer by clicking the List button next to the field. The 
List button displays the Catalog Information screen. Choose inactive type, avail. To others, contact 
person’s name from the list. Enter the Manager, Owner, Steward and Location. You may click the 
List button next to each field to select from a list. Enter the acquisition cost and acquisition date. If 
the asset is considered as a commodity item, choose Yes from the commodity asset list and the 
Commodity Information is displayed. 

Mandatory fields: All except for Serial Number. 

file:///Users/brianmason/Desktop/site%20folder/http/www.pps.noaa.gov_80/CD50-52%20User%20Guide.htm (27 of 50)7/7/2004 12:31:02 PM



CD50/52 User's Guide

You must check the Request checkbox to include this in the commit process otherwise you will lose 
your entries. 

Click the Save button to commit the request.

If the change was successful, an “Ok” is displayed at the leftmost of the table and the request number 
at the rightmost of the table.

If the change was not successful, a message is displayed after the asset information.

After clicking the Save button, the Query Results block displays the result (OK – successful, red-
colored – unsuccessful), catalog information, asset information, inactive type, avail. To others, 
contact person’s name and, for successful commit, the request number.

After saving the requests, update to the request information such as the catalog information, the 
asset information, inactive type, avail. To others, contact person’s name, pick-up and/or delivery-
location, inactive-in place is still possible for the displayed requests.

To make changes to the request information, click the Save button, the results column will change 
to a checkbox. Check the box you want included in the update. Make changes to the request 
information. Click the Save button. 
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This screen enables user to accept (receive) or deny the excess or inactive receival request.

To query request(s), enter the request number in the Request No. field and then click Save/Query 
button. The screen will display the request information: accept (uncheck), deny (check if previously 
denied), notify (uncheck), request no., received date (current date), received by (when previously 
accepted), terminated by (if previously denied), receival type (excess or inactive).

To accept a request, check the Accept checkbox and click Save/Query button. This request will 
record the current user as the received by and the received date field as the received date.

To deny a request, check the Deny checkbox and click the Save/Query button. This request will be 
record the the current user as the “person terminator” and the received date field as the “request close 
datetime”.

To notify the requester, check the notify checkbox and then click the Save/Query button. Either the 
accept or deny checkbox is checked to send an email to the requester. You may change the email 
message (accept or deny). 
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Note: You can only accept or deny an open request. An open request is indicated with the unchecked 
Deny button. The Save/Query button allows processing of one or more requests. 

The Email Message is the message that is sent via email when the user checks the Notify checkbox. 
The default value of the Email Message field is derived from a parameter (see Notification). The user 
can change this field. 

Back       Table of Contents       Home Page

 

Maintain Comments 

file:///Users/brianmason/Desktop/site%20folder/http/www.pps.noaa.gov_80/CD50-52%20User%20Guide.htm (30 of 50)7/7/2004 12:31:02 PM

javascript:history.back()
file:///Users/brianmason/Desktop/site%20folder/http/www.pps.noaa.gov_80/index.htm


CD50/52 User's Guide

 

Maintain Comment enables you to capture comments for assets.

To view comments, in the Identifier field, enter the asset identifier, choose the interest type from the 
list and click the View button.

To capture comments, in the Identifier field, enter the asset identifier, choose the interest type from 
the list, choose the comment type from the list, enter the comment text and click the Add button.
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Maintain Pictures/Attachments

Maintain Pictures/Attachments (Part 1) 

 

 

Maintain Pictures/Attachments enables you to capture pictures for assets.

To view pictures/attachments, in the Identifier field, enter the asset identifier, choose the interest 
type from the list and click the List button.
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To capture pictures/attachments, in the Identifier field, enter the asset identifier, enter the file name 
or click the Browse button to select from the list, choose the interest type from the list, choose the 
picture/attachment type from the list, enter description and click the Add button.
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The Maintain Pictures/Attachments screen enables you to delete or update the pictures/attachments of 
an asset.

In the Identifier field, enter the asset identifier, choose the interest type from the list and click the 
List button to display the pictures/attachments.

To view the actual pictures/attachments, click the View button.

To delete pictures/attachments, check the Delete? checkbox.

To update pictures/attachments, choose the type from the list, enter the description.

Click the Save button to commit the changes.
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Notification

 

This functionality allows a user to send a message via email. The Approve/Deny Final Event 
Request and the Assign Approver screens allow the PMO to send email to his/her assigned 
approvers. The Receive Excess/Inactive Receival screen allows the user to send email to the 
requester as to his/her accepting or denying of the excess/inactive request. The default email 
messages can be overwritten.

There are 3 parameters to set up the default values of these email messages. One for the Approve/
Deny Final Event Request and the Assign Approver (CD52NOTIFY) and two for the Receive 
Excess/Inactive Receival (CD50ACCEPT - accept and CD50DENY - deny email message). These 
default values are maintained in the Admin->User Extensibility->Enter Registered Application 
Parameter Values by an SFA Administrator.

Both the sender and the recipient must have an email address for the notification process to be 
successful.
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To display the above screen, click the Enter Query button.

Query Criteria enables you to find assets using a variety of criteria, such as: 

Assets Assigned to or Requested:

Steward

Custodian

User

Location

Manufacturer
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Model

Official Name

Identifier 

Clicking the Execute Query button, Sunflower Assets finds all the assets that match your criteria and 
displays them back in the screen from which you requested the search.

Note: The Pick-up and Delivery Information block indicates that the QUERY CRITERIA screen 
was called from the Create Excess Receival Request screen.
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To change information for the Catalog select the Manufacturer and/or Model Number Name drop-
down list. Clicking the drop-down list button will display the Manufacturer and/or Model Number 
screens. Entering a few characters followed by the Tab key produces a short list. Entering a 
“%” (wild card) followed by the Tab key produces a long list. Click the Select button to select the 
catalog. 
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If the asset is a commodity asset (for example, several spools of wire), enter the commodity 
information.

All fields are mandatory.
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To change information for the Location (TA, Bldg or Room) select the drop-down list. Entering a 
few characters followed by the Tab key produces a short list. Entering a “%” (wild card) followed by 
the Tab key produces a long list. Click the Select button to select the location.
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To change information for the Building select the drop-down list. Entering a few characters followed 
by the Tab key produces a short list. Entering a “%” (wild card) followed by the Tab key produces a 
long list. Click the Select button to select the building. 
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To change information for the Room, select the drop-down list. Entering a few characters followed by 
the Tab key produces a short list. Entering a “%” (wild card) followed by the Tab key produces a long 
list. Click the Select button to select the room.
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To change information for the Manufacturer select the drop-down list. Entering a few characters 
followed by the Tab key produces a short list. Entering a “%” (wild card) followed by the Tab key 
produces a long list. Click the Select button to select the manufacturer.
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To change information for the Model Number Name select the drop-down list. Entering a few 
characters followed by the Tab key produces a short list. Entering a “%” (wild card) followed by the 
Tab key produces a long list. Click the Select button to select the model number name.
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To change information for the Organization select the drop-down list. Entering a few characters 
followed by the Tab key produces a short list. Entering a “%” (wild card) followed by the Tab key 
produces a long list. Click the Select button to select the organization.
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To change information for the Owner select the drop-down list. Entering a few characters followed by 
the Tab key produces a short list. Entering a “%” (wild card) followed by the Tab key produces a 
long list. Click the Select button to select the owner.
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To change information for the Person select the drop-down list. Entering a few characters followed 
by the Tab key produces a short list. Entering a “%” ( wild card) followed by the Tab key produces a 
long list. Click the Select button to select the person. 
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To change information for the Steward select the drop-down list. Entering a few characters followed 
by the Tab key produces a short list. Entering a “%” (wild card) followed by the Tab key produces a 
long list. Click the Select button to select the steward.
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